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1 Introduction

The purpose of this document is to provide guidance on how to create and process DD 350’s using
Procurement Desktop-Defense (PD?) and the Fiscal Year 2003 (FY 03) Federal Procurement Data
System (FPDS) Engine, v2.1.

The FPDS Engine has been designed to run as an application external to PD*. When the contract
specialist/buyer launch the Engine, a new icon will appear in your Windows Taskbar (one for PD?
and another for the FPDS Engine). The processing of the DD 350 will be completed using this
external application, but will be saved within the PD* folder where it was created:
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The Engine incorporates the current year Department of Defense (DoD) validation checks. Hence, a
properly created and executed DD 350 using the FY 03 FPDS engine will pass validation when the
data is fed to PMRS.

Note: DD 350’s will be created in PD* and “flagged” for electronic transmission to the Navy’s
Procurement Management Reporting System (PMRS). Manual input of DD 350 data into
PMRS is not required. However, if a contract is awarded outside of PD?, the contract
specialist/buyer should prepare the DD 350 in MACRL.

Upon release of each FPDS edit revision and releases of the FPDS Engine, this Guide will be updated
to reflect any functionality changes and republished.
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2 Creating DD 350’s Using the FPDS Engine

2.1 Creating DD 350
2.1.1 Creating a DD 350

To create a DD 350, highlight the released award document and select Procurement - Pre-Award /
Award > FPDS Reports > DD Form 350.
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The contract specialist/buyer will receive a prompt to identify the Fiscal Year (FY).

Note: The current Federal Procurement Data System (FPDS) engine includes formats and edits for
both FY 2002 and FY 2003.

B Choose DD 350 Fiscal Year =]

Fiscal Year:

OK Cancel

Open the drop-down menu and select “2003” for the FY 03 format and edits.
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A “Create New DD 350 screen appears:

S AAE ST L e e e e A e e e A e L e e

Create Hew DD 350

Humber: INDDDZ4—D1 -D-6600

Description: | CO3s0

Report Type
i+ Original ) Canceling, ) Comecting

Report Humber: Innnzsa -

Contracting Office:

CODE BYO00E
MAN AL SEA SYETEMS COMMMMAMD
SEA 02661 fA RO J. W ADE
1333 1SAa8C HULL AWERUE SE

VASHIMGTON MAYNY YARD, D 20376-2050

Delete I

Cancel I

PD? will automatically number the DD 350 based on the last number used. The contract
specialist/buyer may over-ride this “recommended” number if needed by deleting the Report Number
that appears and manually type in the “correct” Report Number. When complete, click on the “OK”
button.

Note: The report number entered will appear in Block A2 of the DD 350. PD? will not allow
duplicate Report Numbers; so make sure the number entered is correct.
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2.1.2 Editing DD 350

The FPDS Engine will “launch” as an application external to PD* and the DD 350 will appear as a six
(6) tab document.

FPDS - Individual Contracting Action Report - NODO24-01-D-6600

File DD350 Information  Edit Help
Secs. A1-B5H |Secs.ElB-El1SC Secs. B13DCT | Secs. C8-D1C | Secs. D1D-DY | Secs D10-F4|

INDIVIDUAL CONTRACTING ACTION REPORT  Repert Contral Symbel DD-AT&L(M)1014
A1 Type of Report O (0) Original, (1) Canceling; or (2) Correcting
42 Report Mumber _ 000268
43 Confracting Office
&34 Reporting Agency FIPS 85 Code i?UU vl
38 Contracting Office Code  BY006
A4 Mame of Contracting Office  NAWAL SEA SYSTEMS COMMAND
B1  Contract Identification Information
B4 Cortract Number NOO02401DEE00
E1E Crigin of Contract A (A) DoD; (B) MASA; or (C) Cther Non-DoD Agency
B1C Bundled Cortract N () Yes; or (M) Mo
B10 Bundled Cortract Exception __ (4 Mission Critical, (B) OMB Circular A-7E; or (C) Cthet
B1E Performance-Based Service Cortract M (Y Yes; ar (M) Mo
B2  Modification, Order, or Other 1D Mumber
B3 Action Date (mmed) 20020708
B4 Completion Date faaymmedd)
B5  Contractor Identification Information
B354 Contractor [dertification Mumber (DUNSY 127668380
B3 Government Agency N 0v) Yes; or (M) Mo
BSC Reserved
BSD Contractor Mame and Division Mame

Contractor/Division Name APPLIEDRESEARCH

Delete

BSE Contractor Address LABORATORIE:
Street or PO Bow  UMIVERSITY OF TEMAS AT AISTINODI0000 BURMET ROADOOR.O. BOX 8020 (OUNS
City or Town AUSTIN
State or Country  TH Tip Code 7E7HS-4423

BSF Teaxpayer ldentification Mumber 748000203

BSC Parent Taxpayer ldentification Mumber BSH Parent Mame

Note: Data pulls forward and populates the DD 350 from both the award document and the vendor
file associated with the award. Data fields that are blank or blue in color can be manually
changed/edited. Data fields that are black in color cannot be edited.

Working from “top to bottom” and left (tab) to right (tab), complete all applicable fields in the DD
350.

Note: The contract specialist/buyer can move from one data field to the next on the same tab using
the “Tab” key on the keyboard.

2.1.2.1 Completion of the DD 350 Blocks

While the majority of blocks are automatically populated, the buyer or contract specialist must
manually complete the additional blocks. In completing these blocks, caution must be used to ensure
that the applicable codes are entered in order to ensure the document passes validation.

The following discussion identifies some of blocks that may impact on the validation of the DD 350:
»  Block B1B — Normally this block should be set to “A”. However, for IDC/GSA/FSS
orders to non-DoD agencies, set the block to “C”. For example, the NASA SWEP contract

1s a non-DoD IDC contract.

= Block BIE — If the contract value exceeds $100,000 and at least 80% of the contract value
is performance based, set the block to “Y™.
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= Block B5G — If this field is blank, the information is not in the PD? Vendor Tables. Enter
the information manually and report the condition to the NAVSEA SPS System
Administrator.

= BI12A thru B12D — If these fields are blank, the information was not entered in the CLIN
Line Item Detail fields. The information must be entered manually.

= BI13A - Be specific. Just because an “F” contract type was created, does not mean that it is
always an Order under Federal Schedule (6). For example the NASA SWEP contract is a
non-DoD Agency IDC that is created as an “F” order. In this case, the correct code is “5”,
Order under Indefinite-Delivery Contract.

Note: The remainder of B13 blocks are dependent upon the code in block B13A. Make sure that the
data entered in blocks B13B-B13G are consistent with the code in block B13A.

= BI15 and B 16— Enter the appropriate code if the FSC/NAICS indicates the
award/modification is for Information Technology (IT) supplies or services.

= (1 and C2 — Validate the default code and edit as necessary.

= (C3 — Validate and edit as necessary. If the award is an order against a Schedule, enter “A”.

Note: It is the buyer’s or contract specialist’s responsibility to ensure that the DD 350 is properly
completed. Therefore, review each block of the DD 350 to determine whether specific
information needs to be entered into the document.

2.2 Validating DD 350’s

When the contract specialist/buyer has finished filling out the DD 350, run the Validations by going
to DD 350 Information = Run Validation.

EY § BIQEETENIINONTELEERE

io i irnk§
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A “Validation Rules Summary” screen will appear with a series of radio buttons (All, Fail, Warning,
Error and Not Applicable) across the top:

Yalidation Rules Summary |

EE—— Statfl;'s.m.ll £~ Fail ~ Warning " Error " Hot Applicable

Short Rule Status -

Dun & B ata : | Mumber em (DUNS

E3 must nat = S6CE Pazs

ES must not = O(zero) ar blank. Pass

Enter complete addresz in line BSE unless BSA = TI023863 Pazs

First tweo positions of ES must not =17, 21, 57, or 97 Pazs

If B10 =M, B11 must be zero. Pazs

If B10 =" and B13A =1 or 3 and B130 is blank; B11 must be Mot Applicable

If B10 =" and BZ is blank; B11 must be greater than ar Mot Applicable

If B11 greater than zero; B134 must =1 or 3. Mot Applicable

If B1248 = C111 thru C216, C219, TOOZ, TOO4, TOOA, TOOS, TO14 Mot Lpplicable

If B128 = B20; postions 1 & 2 of B124 must be "39", Mot Applicable

If B120 iz one of the TICs of the SBCDP (325412 332993 3329 Mot Applicahle

If B13& =1 and B2 iz blank and B130 iz blank; positions 7 Mot Applicable

IfB138=1,3 5 6, 580r9and B13D is blank, BY must = 1. Pass

IfB1328 =1,3, 8o 9and B2 is blank;, B130 must be hlank. Pass J
-

Total Humber of Rules: 307 View I Print | Close

The contract specialist/buyer can move from screen to screen simply by selecting the appropriate
radio button:

NAVSEA DD 350 Processing Guide for FY 03 6 February 2003



Yahdation Rulez Summary |

Status
|7 AN " Warning " Error " Hot Applicable
Short Rule Status
fD14 =24 B, Lo DSmust=B. Fail
IfC1&=B,C,0,F,L,M, T, U, or Z 010 must be blank. Fil
fD9=%andD1& =2 or B: a) If B120 = 336611 and B124 = Fail
IfD9 =" Ma&must=2 B, CoaorD; B12A andior 8120 must be Fail
— Total Humber of Failed Rules: 5 View Print | Close |

By selecting the Fail radio button, the contract specialist/buyer will see how many rules, if any, failed
validations. In the above example, five (5) rules failed. The contract specialist/buyer can print out
detailed information concerning each failed rule by selecting the Print button; in addition, if the
contract specialist/buyer highlights any of the given rules and double-clicks on it, they will see
detailed information on the rule and why it failed.

INOGHIAL CONTRACTING ACTION
t Trpm ot gt 2 61 o, 7} v

s
T |

Using the validation data, go back and make changes to the DD 350.
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When changes have been made, re-run the validations and again review the results. This will be an
“iterative” process until all rules either pass validations or are determined to be Not Applicable.

Note: The “goal” is to get all rules to NOT FAIL validation (see below screen shot).

2.3 Signing DD 350’s

Note: No Contracting Officer or Contract Specialist/Buyer will sign a DD 350 until AFTER it has
passed all validation checks. DO NOT TURN OFF THE VALIDATIONS. Failure of any
validation check will result in the DD 350 data being rejected by PMRS. “Fix it” before
signing the DD 350. Once the contract specialist/buyer “signs” the PD* DD 350, it cannot be
“unsigned”.

Note: The name will appear in Block F1 of the DD 350. The “Sign” button activates if the name
the contract specialist/buyer selects belongs to the same organizational address as the Issuing
Office on the award document AND is the same organizational address identified in that
person’s PD? Procurement Profile.
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To Sign the DD 350 click on the “Add” button.:

AECa s A% & as/n 8

g s | 0y o i .
=

Ehddless Search [ %]

Search Criteria Address Type
|%sea 02662 |C0ntracmng Officer Address ;l
—Search By

" Organization Hame (" DODAADUICDODAAH (" City (" ZIP Code (| CAGE Code

" Contact Hame * Local Code " State  Phone Humber { Geographic Region

alelc|o|e|r]la|u]i]s]k]i|m]n]o]r|a|r|s]T]u]v]w]x]¥]z| other]

HAVAL SEA SYSTEMS COMMAHD <
DODAADUICDODAAN Local Code Phone Humber Approved
Address
moooz4 SEA 02662 (202) ¥81-2887 |7
SE& 02662/DELZORIA HAWKING 1333 1SAAC HULL AVENUE SE WASHINGTOM NAYY YARD, DC 20375-2050
Contact Hame Title Phone Humber Fax Humber
NOD0Z24 SEA 02662 202-T51-4924 |l
SEA D2662LT MICHAEL CARL 1333 ISAAC HULL AEMUE SE WASHINGTON MAYY YARD, DC 20376-2050
Contact Hame Title Phone Humber Fax Humber
» Michael 5. Carl Contract Specialist

[
Search I Select | Hew, |New&ddress| Cancel |

An Address Search window appears. Search for the name of the person who will sign the DD 350 in
the Address Search window. Highlight the name and click on the “Select” button:
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FPDS - Individual Contracting Action Report - NODD24-02-F-B151

File DD350 Information  Edt Help

Secs. A -EISHl Secs. BE-B13C | Secs. B13D-C7 | Secs. CB-DIC | Secs. D1D-D8  Secs. D10-F4

010 Size of Smal Business Annusl Gross Revenues
Emplovess (&) 50 ar fevver (M1 F1 million or less

(B) 51 -100 (M) Creer $1 million - $2 million
(<) 101 - 250 (P) Cwer $2 million - $3.5 million
(D) 251 - 500 (R) Creer $3.5 million - $5 million
(E) 501 - 750 (51 Crver 53 million - 10 milion
(F) 751 -1,000 (T) Ower $10 million - $17 millian
() Cwer 1,000 (L Creer 17 million

11 Emerging Small Business _ (%) Yes, or (M) Mo

F1  Cortingency, Humanitarian, or Peacekeeping Operation (") Yes; or Leave Blank

E2 Cost Accourting Standards Clause () %es; or Leave Blank

FZ Mon-Dol Requesting Agency Code (FIPS 93)

F4  Reouesting Activity Code -

ES  Mumber of Actions _ 000001

F1 Mame of Contracting Officer or Representative DELZORIS HAWKING

A

F2  Signsture
F3  Telephone Mumber (202) 75128587
Fa  Date (nyemmdd)

Once the DD 350 is signed, the selected name will appear in Block F1, that person’s signature will

appear in Block F2 (if a Bitmap signature file is posted to the database). Their telephone number will
appear in Block F3 and the date will appear in Block F4.

A FPDS - Individual Contracting Action Heport - HOOD24-02-M-9040-P00002 [Read Only]

File DD380 Information  Edit Help
Secs. A1-BSH | Secs. B6-B13C | Secs. B130-C7 | Secs. CA-D1C | Secs. D1DD9

D10 Size of Small Business annual Gross Revenues
Emplovees (&) 50 or fewver (M) 54 million or less

(B 21 -100 (M) Crver §1 million - $2 million
() 101 - 250 (P) Ower 52 million - 3.5 milion
(D) 251 - 500 (R Cwer $3.5 million - $5 million
(E) 501 - 750 (5 Cwer §5 million - $10 million
(F1 751 - 1,000 (T2 Ower $10 million - $17 million
() Cwer 1,000 (U Crwver $17 million

11 Emerging Small Buginess _ (¥) Yes; or (M) Mo

F1 Cortingency, Humantarian, or Peacekesping Operstion () Yes; of Leave Blank

F2 Cost Accourting Standstds Clause (%1 Yes; or Leave Blank

EF3  Mon-DoD Reguesting Agency Code (FIPS 95)

F4  Requesting Activity Code

F5  Mumber of Actions _ 000001

F1  Mame of Contracting Officer or Representative DELZORIA, HAWKIMNS Delete

, TTTINY SUTE SVR ——— [ .
F2 Signature |h _ Sign

F3  Telephone Mumber (202) 781-2687
F4  Date (nyymmde) 20020823

Note: After the DD 350 is signed (see above screen shot), the “Sign” button becomes “inactive” (or
grayed out) and the contract specialist/buyer cannot then delete the signature.

When complete, select File = Save, then File 2 Close and the DD 350 icon will appear in the
contract file.
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Note: The contract specialist/buyer may need to click on the “Refresh” button on the folder menu
bar to refresh the view.
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3 “Flagging” the DD 350 for Transmission

Once the DD 350 has passed all validations and has been properly “signed”, the DD 350 must be
submitted to PMRS. This is accomplished by “flagging” the document for transmission. By
“flagging” the DD 350, the data contained in the DD 350 will be converted into “flat file” for
submission to PMRS by the NAVSEA PD? System Administrator. DD 350 data will no longer need
to be manually input into PMRS.

3.1 Approve DD 350

With the DD 350 closed, highlight the DD 350 and click the Approval icon from the toolbar:

Select the approval template for which the contract specialist/buyer has approval authority (or for
which the contract specialist/buyer’s supervisor has approval authority):

Ehppmval E

—Approval templates —Approval for object
AP Approval el pp | MOOO24-02-P-3045
BPA Call &pproval 3607  pD3so

BPA& Master Agreement Approval FPOS - Individual Cortracting fotion Report

Businesz Clearance Approval —Approval types for selected template
CHD &Announcement Spproval

CDRL (Form 1423) Approwal Authority
DO 1155 Delivery Order Approval

D0 1155 Purchase Order Appraval
JEA Approval

PCO Appraval

H
O | Cancel |

Select the “OK” button and “Approved” from the drop down menu to approve the DD 350:
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—Approval Approval for d it
Preapproua
PCO Approval gp | MOO024-02-P-9043 _—
Sheet: 1 of1 |7 Approved 0] Doaso
FPDS - Individual Contracting Action Report

~Approval types

Contract Documents 24 Sep 02 14:09
|Appr0ved ;I Administratar, System &
Lnapprowved | Delete

(Conditionally Approved
Disapproved =< Finst
Pending Bilsteral Approval

= Back

Hext >

Last ==

CREEECRL.

Cancel

After clicking on the “OK” button, the DD 350 icon appears as an approved document with the red
checkmark:

wmrE N

L LU RTEY]

3.2 Flag DD 350 for Electronic Transmission

If the contract specialist/buyer attempts to “flag” the DD 350 for transmission prior to it being
approved, they will receive the following prompt:

Error |

Q The curent dacument hasz not yet been approved.
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After the DD 350 has been approved, highlight the DD 350 and select Procurement - EDI
Transmit:

s

| oo | vt ima 00 20|

When the contract specialist/buyer receives the prompt, click on the “OK” button:

ATTENTION H|

@ File[z] for Tranzaction Set 350 haz been flagaed for tranzmizsion

Notice that the DD 350 icon again changes to include a yellow “lightening bolt” in the lower right
hand corner of the icon. This indicates that the DD 350 has been successfully flagged for
transmission and the task of the Contract Specialist/buyer is complete.

NAVSEA DD 350 Processing Guide for FY 03 14 February 2003



4 Creating a Correcting or Cancelling DD 350

After the original DD 350 has been created, there may be times when that document must be
corrected or cancelled.

To create a correcting or cancelling DD 350, highlight the original DD 350 and select Procurement
- Pre-Award / Award = FPDS Reports > DD Form 350.

[ Pracurement Desktop - Defense

Fle Edit Y Becference Utiities window Help
H@ Requirsments bh,’la\ﬁ\ﬂ@\!,
13 Solicitations 3

fos e Offer Evaluation. ..

Milestans Flan

Checklit, Cattity Funds
Contract Distribution List... A

CBD Announcement

Conespondencs Log
Audit Tracking...

Memerandum of Aareemert
Vendor Dispute Tracking.

Aftachment »
— Number | Descrighion | User | Date | Typs | Refresh |

Analyze -
Customer Feedback Farm... 3 E ggi”F“'m'F'E”EQ'P”“””E/’\ 210CT02 1029
EDI Transmi.. Frree AR I UARC [_[O]x]
DD 1057 Feeder Infomation.. hi

e 7] Nooo;

Beparts.. 50! ppss

FRDS - Individua

Workload Management...

AW AT IERD %l MOD024-01-FR-24574 12JUL 02 07:58

User Workload Task Desctiptions wrandol
— Pttachment

N00024-01-PR-24574 12JUL 02 07:58
HE| DD Form 254 wrandoll
Aachment

5[ Linda =[] B3 | | 5 pTea R RIS =D [ B || 1 vt B et [ 4 | 5 s teaton = [ B
WAichives [d[a] 4| |- Inbox Ell B3| [= 0uibax I (=1 B | | 55 Sncelie =] =1 B | | 55 e Faie s [ B || IS SN E DR [ B | |15 ISl B u] B
Ready February 11, 2003 2:47 Phi

'EContracts wxlil& E@Iﬂﬁlgl&c&i&:&:**@@!l
g Start| (2 Exploring - uyanic on .. | & NAVSEA Login Page - Mic..| 3 Microsoit Word - DD 350 .. | 25yinbos - Microsoft Dulook._|['% Pracurement Desktop... G ENBHASH2ODO 24

The contract specialist/buyer will receive a prompt asking them to identify the Fiscal Year (FY).

A Choose DD 3950 Fizcal Year |

Fiscal Year:

OK Cancel

Open the drop-down menu and select the applicable year format and edits.
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A “Create New DD 350 screen appears:

Create New DD 350 |

Humber: INEIEIEIE4-EI1 -D-6600

Description: IDDSSD

Report Type
" Original " Caneceling {* Correcting

Report Humber: ||:||:||:|3|33

Contracting Office:

CODE  BY00S
MAVAL SES SYSTEMS COMBAND

SE& 02661 /AR JWWADE
1333 15AAC HULL AVEMNUE SE

WASHIMGTON MaNY YARD DC 20376-2050

Delete |
Cancel |

Along with numbering the Report automatically, PD? also sets the Report Type to Correcting. If this
is a Canceling DD 350, simply change the radio button by clicking on “Canceling”. When complete,
click on the “OK” button.

Complete the remainder of the DD350 as described in Section 2.1.1, Creating a DD 350, of this
document.
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